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Executive Summary
This report contains a proper introduction where the total content of the report has been briefed. After that definition of the skill has been given in this report. Along with these different types of skills have been also discussed thoroughly in this report. In the end, it contains a personal SWOT analysis along with a concluding paragraph.
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[bookmark: _Toc39010159]Introduction 
This report contains information regarding my academic skills and employability skills. Here, at the first understanding of the skill, that is the 'definition of skill' is provided in this report. The readers need to understand the relevance of the term 'skill'. The writer has analytically defined the term skill so that importance of it in its various operational sections can be identified easily. Different types of skills have been enlightened in this report which mainly contains academic, employability, hard and soft skills. On these sections of discussion definition of the skills and examples are being provided. Different personal skills are also highlighted precisely. It is very important to know these skills individually so that readers understand the importance of these individual skills. As per (Madsen, 2016) Learners can identify the dependency of employability skills on academic skills. Manual skills acquired by the learners have been named hard skills in this report. Also, soft skills such as technical skills have been described in this report. Along with all these, a few additional skills development has been also encrypted in this report. Personal SWOT analysis has been also done in this report to discuss the strengths, weaknesses, threats and opportunities. A brief conclusive statement has been given at the end of the report.
[bookmark: _Toc39010160]Definition of skill 
Skill is the ability to do something in a better way. Capacity and ability acquired through systemic, deliberate and sustained effort to adaptively and smoothly by carrying out job functions or complex activities involving ideas, people, things and many more. Skill is a very important key factor for an employee to do his or her work with efficiency. That efficiency is the skill of that employee's working process. If any employee is carrying a good degree of skills then it can become a feel-good factor for any kind of company. A job can be done by particular required skills of an employee stated by (Glaeser and Mare, 2001).
[bookmark: _Toc39010161]Different types of skill 
Employability skills
Employability skills are the abilities of an employee in his or her workplace. A set of transferable and prudent skills can be effective to become the best employee for anyone. These skills are very effective and proven in every workplace. There are some employability skills described below.
       Problem Solving: Every company used to face lots of obstacles. Some problems or challenges are better able to cope with difficulties and will thrive. If less able then will ultimately be going to fail. The problem-solving facts involve some conditions such as analyzing figures and facts, challenges defining, contingency plans devising, implementing and creating solutions and many more.
       Communication Skills: The skills of communication are a very important and effective skill in every workplace and it is a key power of an employee to become a better performer in his or her workplace. An employee can become a good performer by following some key factors such as empathize, listening, build rapport, draw logical conclusions, adapt languages to your audience, act accordingly upon the information you gather and many more.  
       Collaboration: An employee or a company can never underestimate the power, energy and efficacy of teamwork or collaboration. Collaboration means being in a team resolving problems or obstacles together. A team must accept accountability for the results and work with different people with different ages, backgrounds, colours, religions, political opinions and many more and they can be able to recognise the weakness and strengths of the other as per these they can help each other (Putri et al., 2018).  

Academic skill
Academic skills are reflecting the skills of the students how they are learning in their educational place and how these skills are becoming effective in their future career at the corporate workplace. Academic skills used to help the students to become more effective in their educational place like university level and developing research and study skills that will help a student now and also in the future. Developing excellent educational skills can help a student to achieve academic success that will reflect on a student with full potential. Few of these skills a student can develop during his or her studies are transferable to his or her future career.  
       Test Strategies: Test-taking is a big challenge for most of the students. However, for some students with some disabilities, test-taking can represent a specific obstacle with extended test-taking time. Scribe services or providing reading or a computer can be used to complete tests.  A student can improve his or her test-taking skills by following these. A student must ask for clarification if he or she is unable to understand the directions. A student must answer all easy questions first and must skip those he or she don't know. As per (Fan et al., 2017) a student must look for the concepts embedded with the question paper and pace himself or herself to keep on track of the time.    
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Figure 1: Test Strategy
(Source: Fan et al., 2017)

Hard Skills 
Hard skills are measurable abilities and teachable such as reading, writing, ability or math to use computer programmes. Hard skills are the part of the set which is required for a job. These included the expertise essential for an employee to successfully do a job. Hard skill is acquired through training programmes and formal education such as apprenticeships, college, online courses, certification programmes, short-term training classes and many more also in on-the-job training. Hard skills are included by the specific and required knowledge and abilities which are required for the success of an employee in his or her company. These types of skills can be learned and also can be evaluated, measured and defined. These are common and mostly used during the interview process and hiring to compare the candidates with others for employment. Once an employee is having a job his or her employer can evaluate his or her hard skills again if he or she is up for a transfer or promotion. There are some hard skills which employers now want such as cloud computing, blockchain, artificial intelligence, analytical reasoning, business analysis, UX design, affiliate marketing, video production, sales, scientific computing and many more. As per the views of (Smit et al., 2017), These hard skills are mandatory to get a job in any corporate company.
       Digital Marketing: Nowadays digital marketing is a very common and rough using a word for all. Every company is using the digital marketing system for the marketing of their products or services. It is one of the hard skills in high demand globally. The digital marketers are putting an added advantage of traditional ones to be in touch with the people of targeted markets.   

Soft Skills
Soft skills are very easy to learn within a short period with regular practice. Soft skills are personality traits and attributes. These are very impactful for productivity and interpersonal interactions. There are some examples of soft skills which are most valuable in the workplace such as emotional intelligence, collaboration, creativity, persuasion, adaptability and many more.
Leadership:  Leadership is one of the most important and critical soft skills an employee needs to develop his giving leadership skills to get a higher position in his or her company. These skills can be shown when an employee is leading a team for more and better results of work or more productivity. An effective and good leader must have a great bonding with his or her co-employees and it is very effective to convince them to achieve more targets that will be better for the future of a company (Sewell et al., 2017). 

[bookmark: _Toc39010162]SWOT
Strengths- as much I know myself, from that point of view I can describe my strengths with a few key terms such as confident, efficient, reliable, sustainable, worthy. These key terms not only define me rather also describe my personality. By going into a bit deep I can explain these terminologies with my personality. When the term confident comes, it portrays my decision-making capability depending upon situations. Along with these, my decision making capability can be also tested in a collaborative manner with my efficiency. Both can be tested together as I believe, efficiency comes with confidence while making any decision. In various circumstances of a person's life, the person must be able to make efficient decisions in life. Therefore, it helps that person to build quantitative as well as quality measures. Along with this, I can assure people that they can rely on me with no second thought in their mind. This factor increases with increased interaction and communication (Bakir, 2019). Therefore, effective communication and understanding are very important to rely on each other from my point of view. For me, sustainability and adaptability are almost the same. As per my point of view I can say that, the more the people have gathered knowledge from various sources the more that people have become sustainable to withstand difficult conditions. However, adaptability is almost the same as the people gather relevant information from different sources they adopt the necessary from these. I have given this compliment to myself as worthy because in a critical situation I can become one of the most essential persons to handle that situation.   
Weaknesses- on occasions I become numb in several cases. In such conditions, it becomes very difficult for me to react in any situations. Though with the help of time I cover-up my numbness and again cope up with the situations.  
To perform several tasks it takes hugetime in my case. As per (Blockeel et al., 2016) I think this happens because I try to come up with the most perfect presentation. Still, every day without hampering my other activities I am trying to manage my time to gather maximum knowledge to do productive things in life.
Opportunity- in the future as I am learning and adopting various skills, from my academic point of view there is a huge scope of improvement in the future in my academic learnings. Also, by taking my qualities in my favour, it is possible to gather more knowledge and information from various reflective practices. On such occasions, effective observation can come into place. 
By implying with this process employability chances can be even increased further. With the academic skill development and improvements the possibility of getting employed increases further.   
Threats- due to excess study a person can be exhausted fully and because of that, they can be involved in wrong activities. Also, the tension of getting employed in a well-renowned company can tend them to involve in such activity which they should not be involved with. While implying with the hard skills, one needs to keep the thought of well-being in their mind. Otherwise, this can cause several physical deformities. If a person is not aware of technical things and does not have enough knowledge of managing capabilities, that can cause several harms to the property of that person (Niederwieser et al., 2016).
[bookmark: _Toc39010163]Conclusion
From the above report, it can be concluded that the skill of a person defines the personality and knowledge of that person. From the discussion of this report, it can be stated that academic skills are the ladders of the development of employability skills. Also, there are few other skills such as hard and soft skills which help a person to develop various experiences and fun learning processes. This can be extremely enthusiastic for learners who are interested in the learning process. As per (Group et al., 2018) In the section of personal SWOT analysis, personal strengths, weaknesses, opportunities, threats have been depicted so that from this analysis further betterment and improvements of these aspects.
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Personal Development Plan
	Skills to improve
	Reasons for improvement
	How to improve
	How long to improve

	Managing people
	There is an own skill and need to explore these skills more and more and need to carry these skills with professional life
	Need to take many external projects and need to converse more with people
	Five weeks

	Decision-making skill
	These are the weakest skills it can be an unsuccessful result in professional life
	Need the help of the assessment and also need help from higher officials and colleagues
	Ten weeks

	Organising skill
	Organising skills are very weak and it the cause of late submission of projects or tasks at the workplace
	Have to organise daily routine at the start
	Six weeks

	Work-life balance
	These are a major weakness that unable to maintain a proper work-life experience and becoming exhausted at the end up
	Have to maintain a daily log and gain experience from that
	Twelve weeks
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